SENIOR LIBRARY SERVICESDIRECTOR
(YOUTH)
846

DEPARTMENT: Library/Y outh Services
NATURE OF WORK:

Under the supervison of the Library Director, the Senor Library Services Director (Y outh) isresponsible for
developing and maintaining an excellent juvenile and young adult library collection for both the department
and the bookmobile; planning, publicizing, and implementing programs for children, parents, caretakers, and
educators;, preparing an amual departmertal budget; requesting, budgeting and expending funds for
programming; purchasing needed equipment and supplies; and developing short and long range gods for the
department and participating in devel oping goalsfor the entire library. Also develops outreach and cooper ative
programs with other community agencies as well as other libraries.

ESSENTIAL FUNCTIONS OF THE JOB:

Hires, supervises, trains, and schedules a gaff of professional, paraprofessional and clerical employees charged
with providing comprehensive library services for youth in two buildings, monitors patron activities in the
library, handing problems as they occur.

Plans, publicizes, and implements comprehensive library programs for children, including sunmmer reading,
Mother Goose Mania, Battle of the Books (locd and regional), Book Bowl, contests, other reading incentives
storytimes, outreach, etc.

Prepares annual budget requests; prepares grants for Friends and other outside funding sources; and, when
gopropriate, wlicits funding from businesses and organizations in the community.

Serves on and/or chairslibrary committeesincluding the management ensemble, working toward new policies,
procedures, and long range planning for services, facilities and technologies.

Attends meetings of the local children's librarians' consortium and other professional groups, and attends
workshops and training sessions; prepares and implements outreach programs in conjunction with the
bookmobile.

Workswith school personnel and other community groups or agencies on projects concerning children; works
with the program services director and the graphics and publications manager to publicize children's programs;
schedules school vigts, schedules and does school tours.

Makes final selections of new materials for the youth service's and bookmobhiles children's and young adult
collections and oversees the replacement of older materials.

Prepares monthly and other goecial reports induding statistical information; collects and reports pertinent
gatigicd and other data; evauatesthe programs and services for youth offered by the library.
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Participatesinthe planning and eval uationof library programs and services thr ough the management ensemble
team and other committees; improves the quality of library services through individua and general daff
development.

JOB LOCATION AND EQUIPMENT OPERATED:

The job is located in both library buildings. Administers work typically sitting in an office, with occasional
walking, light lifting and other limited physical activities; some operation of office equipment, including
computer and audiovisual, isrequired. Regular contact is made with employees and the general pubic.
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Comprehensive knowledge of the principles, practices and techniques of modern library service to children.
Comprehensive knowledge of children's literature.

Excellent communication skills, including the ahility to work effectively with other library personnel.

Ability to organize, delegate and evaluate tasks.

A genuine liking for children and teenagers.

MINIMUM QUALIFICATIONS:

Master of Library Science degree from an ALA-accredited library school. Minimum of three years public
library experience and supervisory experience required.

NECESSARY SPECIAL QUALIHCATIONS:
Must be certified, or eligible for certification, by the Virginia State Board for the Certification of Librarians.

Requires the ability to travel among various library sites.
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| DENTIFICATION OF GENERAL APTITUDESAND
PHYSICAL REQUIREMENTS

Pogtion Title _Senior Library Services Director Position Number _846
Depatment _Williamsburg Regiond L ibrary Division _Y outh Services

The Americans with Disabilities Act requires tha we idertify the general aptitudesand physical requirements
needed to perform thejob listed above. Individualswho havethe position mug be able to perform all essertial
job functions unaded or with reasonable accommodation.

. Mental Abilities: General learning ability. The ability to“catch on” or under stand instructions and
underlying principles

R Ability to undergand and follow oral instruction

X Ability to undergand and follow written instruction

XK Ability to guide and/or give ingtructions

X Ability to make decisions in accordance with edablished procedures and policies
U Not esential to job function

1. Verbal Abilities: Ability to understand meanings of words and ideasassociated with themandto use
them effectively. To comprehend language, to understand relationships between
words, andto understand meaningsof whol e sentences and paragraphs. To present
information or ideas clearly.

1.| Speaking/Talking: 2.|Hearing/Ligening:
X Answering telephone, radio, or switchboard X For communication with County officials, public,
X Communicating with County of ficials vendors, supervisor s and/or other employees
X Communicating with general public Q' Not essential to job function
X  Communicating with vendors i
X Communicating with supervisors and/or with 3. Reading: (ability to read and understand text)

other employees
X Essential to job function

U

Communicating with others
1 Not essential to job function

U Not essential to job function

Page3 of 6




[11. Numerical: Ability to perform arithmetic operations quickly and accurately.

U Ability to mentally perform accurate two digit calculations
R Ability to perform accurate calculations aided
by a calculator, adding machine or measuremernt device

V. Spatial Abilities: Ability to comprehend forms in space and understand relationships of plane and
solid objects. May be used in such tasks as blue print reading and in solving
geometry problems. Frequently described as the ability to “visualiz€' objects of
two or three dimensions, or to think visually of geometric forms.

U Essantial function
X Not esentia function

V. Motor Coordination: Ahility to coordinate eyes and hands or fingers rapidly and accuraédy in
making pred e movementswith speed. Ahility to makeamovement response
accurady and quickly.

1.Manual Dexterity: Ahility to move the hands essily and skillfully. Towork with the handsin placing and
turning motions.

X Usetelephone X Manipulate computer keyboard and mouse
U Use switchboard U Use postage machine

U Use radio/console X Use hand tools

K Use acalculator U Use power tools

X Useacopy machine U Other:

X Useafax machine U Not esential to job function

2.Finger Dexterity: Ability to move the fingers and manipulate small objects with the fingers rapidly or
accurately. For exanmple: electrical wiring.

U Essential to job function
R Not essential to job function

Explain:
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V1. Physical Demands:
1. Strength: The quality, state or property of being strong. The power to withstand strain, force or stress.

Please check (¢) in appropriate boxes below.

Ability to manipulate materials and/or equipment (Ibs) Frequency of Manipulation
5- 5-10 | 10-15 | 15-25 | 25-50 | 50+ | Occasionaly | Frequently | Continuously
Lift v v
Push/Pull v v
Hold/Carry v v

Manipuletion done from: X ground to waist X waist level X waist to shoulder U above shoulder
(Check dl that apply)

Not essentia tojob function: U Lift U Push/Pull U Hold/Carry (Check dl that goply)

2. Climbing: To move up or mount by using the handsor feet.

Ladders Stairways Steps
X Step stool X 1 flight a 1-2
O 8'to 10' step ladder Q 2flights Q 2-3
U Extension ladder U 3 or moreflights a 34
Q Other Q Other Q Other
U Not essential to job function U Not essential to job function 1 Not essential to job function

3. Ability to Stand, Sit, Walk, and Run:

Please check (¢) in appropriate boxes below.

Duration (hour /day) Occasionally | Frequently | Continuoudy
0-1 1-3 35 | 57 7-9 9+
Stand v v
Sit v v
Walk v v
Run
If walking or running, over what type of terrain? X flat U rough U both

Not essentiad tojob function: U Stand O St ® Wak X Run  (Check dl that aoply)
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4. Stooping, Kneeling, Crouching, and /or Crawling:

To bend forward or down from the middle of the waist or the middle of the back, to bend downwards, to
lower oneself and/or to move freely on hands and knees.

Daily Amounts

X 0-5x U 5-20x O 20-50x O 50+x
U Other O Not essential to job function

5. Reaching, Handling, Fingering, and/or Feeling:

To sretch out, extend, or put forth a bodily pat. To touch or gragp something, by extending or
stretching. To touch, lift, hold or operate with the hands.

Daily Amounts

O 0-5x 0 5-20x U 20-50x X 50+x
O Other U Not essential to job function

6. Seeing: To perceive or comprehend by the sense of sight.

Essential to job function: These characteristicsare necessary  (Check dl that goply)
X  Peripheral vision
U Night vision
R  Focus (diginctnessor d arity)
U Color perception (discriminate between colors)
U Depth perception (determine distance relationship between objects)

VII. Driving: The ability to transfer or convey in avehicle.

Transmission Standard Automatic Multi-Gears
Car d d a
Van Q Q Q
Small Truck a a a
Medium Truck a a a
Large Truck d d d
Truck w/Equipment d d d
Heavy Bus Equipment d d d
Not esential to job function X X X

Other (list)

Page 6 of 6



